Portsmouth, Virginia Police Department 
General Orders Manual 


Departmental Property Inventory Control ADM | 40 
Effective: 08.01.77 | REPRINT OF 84-1222 1 pages 
Supersedes: | N/A 


APPROVE: E. Ronald Boone, Chief of Police 


PURPOSE: The purpose of this order is to allow for more efficient and effective control of city 
owned/departmental property items and to outline custodial responsibilities of departmental personnel. 


POLICY: It shall be the responsibility of each division and/or bureau commander to maintain a perpetual 
inventory of all city departmental property assigned to his respective bureau or division and to report any change 
of inventory status to the Support Services Division Commander. 


PROCEDURES: 


1. 


10. 


Any item of equipment, furniture, accessory, etc., having an expected useful life of more than one year 
and having a value of $5.00 or more must be maintained on the departmental inventory. 


Any purchase or receipt of departmental property, whether by city or grant funds, gifts, donation, or 
conversion from the Property and Evidence Bureau, must be reported promptly to the Support Services 
Division Commander. 


All receipts for purchase must be given to the Support Services Division Commander. 


The Property and Inventory Clerk will report to the Support Services Division Commander any failure on 
the part of any bureau/division commander to properly submit inventories by specified deadlines or to 
make proper notification of acquisition, corrections or changes in inventory status. 


Any item of city/departmental owned property that becomes lost, stolen, or unserviceable must be 
reported immediately to the Support Services Division Commander for proper disposition (deletion from 
inventory, repair, trade-in, etc.) An offense report must be made on all stolen and/or lost inventory items. 
One copy of the offense report will be maintained by the Support Services Division of the lost/stolen items 
file. 


Any transfer of an inventory item from one location, bureau, division, etc., must be reported to the Support 
Services Division Commander. 


A physical inventory of all items assigned to each respective bureau or division will be conducted 
quarterly by the bureau or division commander or his designate. Commanders will be held accountable 
for reporting any change (missing item, unreported purchase, etc.) to the Support Services Division 
Commander, along with a suitable explanation for such change. 


The Support Services Division Commander will maintain a running inventory worksheet for recording, as 
reported, any inventory acquisitions, deletion, change or correction. This worksheet will be submitted 
quarterly upon completion of the inventory as required by the Finance and Accounting Department. 


The Support Services Division Commander will review the quarterly inventory reports and make any 
recommendations to the Finance and Accounting Department with respect to deletion of inventory items 
deemed to have insufficient value or worth to be carried on inventory. 


The Support Services Division Commander will see to it that all acquisitions of city/departmental property 
are properly reported to the Finance and Accounting Department and that the correct inventory tags are 
placed on the new items as soon as the tags are received from the Accounting and Finance Department. 
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